Closing a Solicitation for Award

Closing a solicitation for award is the process in which a solicitation is removed from the internet and staged in the Awards
Manager/Abstract area so that a buyer may view the responses and create an award. The closing date and time for a
solicitation is preset by the buyer prior to releasing the solicitation. At the prescribed time of closing the vendor can no longer
access the solicitation and enter a response. However, the solicitation remains on the internet (with a message it is closed and
blocked access) until the system processes it and moves the responses to the Awards Manager/Abstract area. This process
can happen at five (5) different times:

When the evening system batch process occurs

When logging in to the system

When clicking on the Awards Manager tab

When clicking on the Create an Award quick link icon

When clicking on the Session Summary Awaiting Award link
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The methods for closing an award are described below.
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Action lllustration

2. When Logging In

Logging in to the system
will trigger the process to
look for solicitations that
have passed the close date
and time and will
automatically stage them
in Awards Manager,
Abstract area. A list of
solicitations that have
closed since your last login
will display.

You may click the Closed
link to hide the notification
message.
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If there are no solicitations
to close a message
indicating that no
solicitations have closed
will display.

You may click the NO link
to hide the message.
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3. When Clicking on
Awards Manager

Clicking on the Awards
Manager tab will also
activate the process to
look for closed solicitations
that are past the date and
time set for closing.

A list of closed solicitations
will display or a message
that no solicitations have
been closed.
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4. When Clicking on the
Create an Award icon

Clicking on the Create an
Awards icon and choosing
the Close Scheduled
OnNet Solicitations link
will also activate the
process to look for closed
solicitations that are past
the date and time set for
closing and show the
results. Click the
solicitation type to
continue with the award
process.

lllustration

BT Solcitation Manager (orey
InWork | OnHold | On Internet I Awaiting Award IAwarded] Find ICmsoIidan'on Mgmt |CmmUs|HeIp[Mam|Logm

s 8 B 8

CREATE AN AWARD SERRCH
RBS’“"” HW'N‘“"“H AUARD H HISTORY H SysTen J

~N E = 4

| cream I
ra:nunsrnwl soneATION

CREATE A
DIRECT PO

At05/13/2009 10:26:08 the Following Solicitations Clog Sio== Schesuled Oniiet Selcitarions |

Solicitation: B200800787 |Beach Rake (towable) stctmiC(With Prices)

I8
Rep
Classic Postings
IF8

RF

5. When clicking on the
Session Summary
Awaiting Award link

From the Main page click
on the Awaiting Award
type (RFB, RFP, or RFQ) to
trigger the process.

The message that
solicitations have closed
will be shown in the title
area just above the place
where you select a
solicitation abstract to
work on.
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